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RLPS Notice of Catered Event Submission : Content

 (itizen Access Renewal Process
— Site address: https://rlps.abc.tn.gov/citizenaccess/

— Notice of Catered Event Submission Process
« Assumes user has a previously created RLPS account.
« Assumes user has an active RLPS Caterer license
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https://rlps.abc.tn.gov/citizenaccess/

RLPS Notice of Catered Event Submission Process

« To begin, locate and click on the Amend my Record button on the
home screen or use the “l Want To...” option from the navigation bar.

‘A
’

| Want To.. v

View My Licenses
Apply For A New Licenise, - el se Resume Application

Apply For a New License
Resume a Saved Application
Renew My License

Change/Amend My Record

viewMyRacoras |\ Wl  SearchMyRecords
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RLPS Notice of Catered Event Submission Process

* Next, log into your RLPS account

m Licenses

Notice:
@ This feature requires registration and/or login, please login to continue.

E-mail: ‘I Password: |

[] Remember me on this computer I've forgotten my password New Users: Register for an Account

Please Login

Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password in the box on the
right.

New Users

If you are a new user you may register for a free RLPS Citizen Access account. It only takes a few simple steps and you'll have the added benefits of seeing a complete
history of applications, access to invoices and receipts, checking on the status of pending activities, and more.

Register Now »
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RLPS Notice of Catered Event Submission Process

« Once logged in, you will be taken to a list of your active licenses.
« Click the “Amendment” Button next to your Caterer License ID

Create an Application Search Existing

My Records

Ihe list below displays your active License, Permit, Application, Renewal, Change Request, and Citation Records.

licking on the RLPS ID of the record.
es may be paid for by clicking the “Pay Fees Due” link next to the record.
ay be resumed by clicking the "Resume Application™ link next to the record.

Amendment

king the "Renew" link next to the record. The "Renew” link will only appear 45-days prior to expiration if the license is in good standing and all fines have been paid.

wing 1-9 of 9 | Add to collection

Action RLPS ID RLPS Record Type Expiration Date Record Status DBA/Business Name

] Amendment LBDCAT-KNO-2000153 Caterer License 01/30/2022 Active Food Truck
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RLPS Notice of Catered Event Submission Process

 Next, Select “Caterer Event” and click “Continue”

Create an Application Search Existing

Select an Amendment Type

Choose one of the following available amendment types. For assistance please visit our website by clicking here.

® Change request for Certified Manager / Certified Clerk — Select this record to make adjustments to the license’s Certified Manager and Certified Clerk Lists. This is for Retail Food Store and
Retail Package Store Licenses only.
® Change Request Information Owner — Select this record to change the Business’ DBA Name, correct the Business Name or Address, close the business, or update ownership information.

® Change Request Site Modification — Select this record to inform ABC of modifications to the current structure or layout where the business is located. This is NOT for relocation of the

business.

Caterer Event

Change Request for Designated Manager
Change Regquest Informal

(U Change Request LBD Ma| ) )
Change Request Site Mo Continue Application »
_) Training Roster
Continue Application » /
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RLPS Notice of Catered Event Submission Process

- Step 1: Event Notice Details > Caterer Information
— Review the Licensed Caterer details
— Click “Continue Application”

Home w

Create an Application Search Existing

Caterer Event

Step 1:Event Notice Details > Caterer Information

indicates a required field

Licensed Caterer

To add a new licensed professional, click the Select from Account or Add New button. To edit a licensed professional, click the Edit link. To find a licensed professional, click the Look Up button.

GIRLS NIGHT OUT - . .
e YN o0t Continue Application »
Il emove
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RLPS Notice of Catered Event Submission Process

Tennessee

.State Government

Step 1: Event Notice Details > Event Location

— Enter the physical location of the catered event and click “Continue”

Create an Application Search Existing

Caterer Event

Step 1: Event Notice Details >Event Location

---------

*indicates a required field.
Event Address
*Building Number: Direction: Prefix: *Street Name: Street Type:
Here  -Selee  -Select~ ¥
Unit Type: Unit No.:
~-Select--
* Country: *City: *State: *Zip:

Continue Application »

Continue Application » b

*You may also click “Save and Resume Later” as needed. This will create a temporary application

record for you to return to.




RLPS Notice of Catered Event Submission Process

« Step 1: Event Notice Details > Event Information

— Enter all Event details including:
« Event Host/Contracting Party
« Event date, start time, & end time
* Etc.
— Scroll the page to enter Price Schedule details
« Continue to next slide
Home w

Create an Application  Search Existing

Caterer Event

Step 1: Event Notice Details >Event Information
*indicates a required field.

Event Details

EVENT INFORMATION

jost or Contracting Party/Organization of Event

of Event:

Is event located in a city, municipality, or county where Yes
iquor-By-The_Drink is approved?:
tart Time:
t End Time:
Is food provided by the licensed caterer at this event?: ) Yes O No
List foods to be provided by the licensed caterer
pell check

Tennessee
.State Government




RLPS Notice of Catered Event Submission Process

« Step 1: Event Notice Details > Event Information Continued...

— Add Price Schedule for all drinks to be served at the event
 Click the down arrow next to the “Add a Row” button to add up to 10 rows at a time

— Once all drink types have been added click “Continue Application”

x
PRICE SCHEDULE
*Type of Drink: Amount of Alcohol or Drink: Price per Drink:
--Select-- b
PRICE SCHEDULE
Add a ROW I - Drink Amount of Alcohol or Drink e

Sie sclooy Continue Application »
14
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RLPS Notice of Catered Event Submission Process

« Step 2: Review

Createan Application  Search Existing

— Please review all the entered —
information and select the
check box indicating your
agreement to the certification
at the bottom of the page.

Continue Application »

i
3
g
H
3
¥
g
3

Licensed Caterer Edit

Event Address Edit

— After selecting the checkbox,

please click “Continue
Application”.

All data, written statements, affidavits, evidence or their documents submitted in support hereof, or upon bearing hereon, shall be deemed to
be a part of this application. The applicant or applicants agrees that the place for which application is made will be operated in conformity
with Chapter 257, Public Acts of 1963, and in conformity with all applicable rules and regulations made pursuant to law, which are now, or
may hereafter be, in force. Your statement is made under oath or affirmation. Providing false or incomplete information is grounds for

rejection of application or suspension or revocation of permit if issued. False statements or incomplete information are also subject to the

penalties of perjury under Tennessee law.
[ By checking this box, I agree to the above certification. Date: 03/26/2020

Continue Application »
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RLPS Notice of Catered Event Submission Process

* You have successfully
submitted your Notice e
of Catered Event. —

— If any additional e
information is
required, the user will Uittt =g SR
be notified by a
ember of the TABC.

- You can view your
record by clicking the
“View Record Details”
Button on the iSSU ance Dashbord  MyRecords  MyAccount  Advanced Search
page, or you can find
itinyour Record List.—| "~ .. " —
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RLPS Help

* For questions or concerns.

— Contact the RLPS helpdesk
« Email: TABC_RLPS.Technical@tn.gov
 Phone: (615)-532-2297
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